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1. O0mue noJ10KeHH.

1.1. HacTosmas HHCTPYKLIAA YCTAHABINBACT NOPAL0K dhopMHpOBaHHS, BEACHUS ¥ XPAHEHHS JTHIHBIX
nen paGoruukos MAJIOY «Jletciuit can Ne 145».
1.2. UncTpyxuus paspaboTaHa B COOTBETCTBHH C:
- TpyZOBBIM KOACKCOM Poccuiickoii @enepauuu,
- DegepanbbM 3akoHOM N152-03 «O nepcoHaNbHbIX 1aHHBIXY,
- mpuKa3oM MHHKYILTYpHl PO OT 31.03.2015 Ne526,
- npukasom Pocapxupa OT 20.12.2019 Ne236.
1.3. PaGoTonaTens B JHIle 3aBeyIOIIETo (nanee — sapenytomuit) MAJIOY «JleTckuii can Ne 145»
obeceunBaeT 3alUTy MEPCOHATbHBIX AAHHBIX paGOTHHKOB, COAEPKALMXCA B JIHYHBIX A€Nax, OT
HEIIPABOMEPHOTO MX MCIIOJIb30BAHMS HIIH YTPaTBL.
1.4. 3asenytoumit MAZIOY «JleTckuii can Ne 145» ompezenseT JHll, YTOTHOMOUEHHBIX Ha MOTY4CHAC,
00pabo1Ky, XpaHeHHe, nepeaaty H moBoe Apyroe WCTONb30BAHKE MEPCOHATBHBIX [AHHBIX
paGOTHHKOE, COTIEPXKAIMUXCS B JIMYHBIX 1CIaX.

2. JInunoe es0 padoTHHKA.
2.1. JIuuroe 1emo paGoTHHKA — 3TO COBOKYTHOCTE IOKYMEHTOB, cOZIepIKALLMX CBEICHHsA O pabOTHHKE
u nepuozne pabotel B MAJIOY «JleTckuit can Ne 145» .
22, JlugHoe aeno paGorTHmka odopmisercs B TpexaHeBHEIM CPOK MOC/Ie Ha3HAYCHHS €ro Ha
JOJIIKHOCTE.
2.3. JIuunoe mea0 pabOTHUKA BEJIETCS OTBETCTBEHHBIM 32 KalPOBOC IeNONpPOU3BOZCTBO PAbOTHHKOM
MAJIOY «[lerckuit cam Ne 145».
2.4. 3anpemaercs MoJay4aTh, oGpabarbiBaTh M NpuobUIaTh K JHUHOMY A€y paGoTHuka He
yCTAHOBJIEHHBIE (peACpaTbHBIMH 3aKOHAMH [epCOHAEHEIE NAHHBIE O €r0 MOMHTHYECKHUX, PETHIHOSHLIX
¥ MHBIX yO@KIECHHSIX, 4acTHOMN JKM3IHH, WIEHCTBE B OOLIECTBEHHBIX 00beIMHEHHUAX, B TOM YHCIC B
npotecCHOHATBHBIX CO03aX.
2.5. CBe/leHHs, COAEPIKANIHEcs B IHYHOM JeIe PaOOTHHKA, ABIAIOTCH KOH(HICHLIMATbHBIMH.
2.6. JIuunbie Aena oGOPMIISIOTCS Ha BCEX HITATHBIX paGotankos MAJIOY «Jletckuit can No 145».

3. CocTas A0KYMEHTOB, BRJIIOUAEMBIX B JHIHOE IE10 padoTHHKA.

3.1. CocTas JOKYMEHTOB, BK/IIOUAEMBIX B JINYHOE JI€JI0 paGoTHHUKA, 3aBHCHT OT JAOJKHOCTH, KOTOPYO
OH 3aHEMAET U CIIeLH(PUKH ero ciIyxeOHOH NesTEIbHOCTH.
[lepBOHAYAIBHO B JIMYHOE €70 IPYyNIHPYIOTCA JOKYMeHTBI, odopmIistoliie Mpouece npueMa Ha
paboTy, a BIIOCJEJCTBHH - BCE OCHOBHBIC JIOKYMEHTbI, OTpaarolue Mnpouece pa6orer 8 MAJIOY
«Jlerckuii can Ne 145» .
3.2. Tlpn mepBoHAYANLHOM OQOpPMIEHHH JHYHOTO nena pabOTHHKA B HEro BRJIKYAKTCA
clieylonIHe TOKYMEHTRI:
1) anKeTa yCTAHOBJICHHOH (OPMBI C ¢ororpadueit;
2) aBroOuorpadus;
3) nMuHOE 3ajBJICHHE JINIIA, IPETCHAYIOMWEro Ha nomkHoeTs B MAJIOVY «Jletckuid can No 145»;
4) Tpyaosoii gorosop Ges JOJKHOCTHOM MHCTPYKIHH,
5) Komusi IpHKA3a O MPHEME Ha paboty,
6) ciipaBka 00 OTCYTCTBHH CyMMOCTH;
7) nECbMEHHOE COTNIacHe Ha 06paboTKy MepCOHATBHBIX JAHHBIX;
8) KOMHH JOKyMEHTOB 00 00pa3oBaHuy, 06yueHunH, nepeobyyeHnt, MOBBIMEHNH kpannUKaLuy (eciu
00yueHHe MPOXOIHIIO 32 CHET CPE/CTB MAJIOY «Jletckuii can Ne 145»);
9) KONHMH JOKYMEHTOB, MOATBEPXKAAIOLIMX KBAIH(HKALHOHHYIO KaTErOpHIo (aTTeCTALMOHHBIN JTHCT)
W [IPHKA3 TIOATBEPKIAIOLINH KBaTHQHKAIIMOHHYIO KaTeropuio);
10) KomuH peleHui 0 HarpaXK/ICHHA rOCYapCTBEHHBIMH M BEAOMCTBEHHBIMH HArpalami, [IPHCBOCHUH
OYETHBIX M CHELUATBHBIX 3BaHMIl, MPUCYKACHHH TOCYAApCTBEHHEIX npemuit 1 T.1. (€C/IU TaKOBBIE
HMEIOTCsl) (Ha OCHOBAHHMH JIHHOTO 3aABJICHHA paboTHHKA);
11) 3aBepeHHas KOS TPYNOBOM KHIKKH ([ COBMECTHTENEH );
12) moroBop 0 MaTepUaNbHOH OTBETCTBEHHOCTH (118 MaTepHanbHO OTBETCTBEHHBIX JIALL);
13) 3asiBneHue O BEIOOPE (pOpMbl BEACHHS TPYAOBOH KHHKKH;
14) onuch (MpHIOKEHHE2).
3.3. B npouecce paboThl K JIHIHOMY A€y npuobmAKTCH:
1) monoNHEeHHe K aHKeTe yCTaHOBJIEHHOH HOPMBI;



.

2) aTTeCTAllHOHHbIE JTUCTHI;
3) KOnHH JOKYMEHTOB, TOATBEPKNAOIHNX MpodeccHoHansHoe 06pasoBante (Ha OCHOBAHHU JHIHOTO
3asBJIeHHs paboTHHKA) ‘
4) KOIHMH JOKYMEHTOB, NOATBEPKNAIOLIMX NOBBIIEHHE KBaIM(HKAUMK (HAa OCHOBAHHH JMYHOIO
3aABJICHAsA paGOTHUKA), '
5) KOnMH NOKYMEHTOB, MOATBEPHIAIOUINX KBATH(DHKALHOHHYIO KaTEropHIO (aTTeCTALMOHHBIH JIUCT
WJTH IIPHKA3 TIOATBEPKAAIOLIYIO KBATU(QHUKALMOHHYIO KATErOPHIO);
6) KonuM pemeHuit 0 HarpaxaeHHu FOCYAapCTBEHHBIMH H BEIOMCTBEHHBIMM HArpajiaMu, NPHCBOCHHH
[OYCTHBIX H CICLHANBHBIX 3BAHUMH, IPUCYKISHHH rOCY1apCTBEHHBIX MPEMHH U T.4, (€CIIH TAKOBBIE
HMEIOTCS) (HA OCHOBAHHMH JIMYHOTrO 3asBIICHHS paboTHuKa);
7) KOTIHH IOKYMEHTOB O NEPEBOE Ha APYTYIO ZIOJDKHOCTB H YBOJIbHEHHH;
8) momonHHTENBHEIE cornatmenus K TPYAOBOMY JIOTOBOPY;
Ap. NOKYMEHTBL, 00pasyIoIHecs BO BpeMs TPYI0BOM AeSTeIbHOCTH paborHuKa.
9) Onuck (mpunosxkenwue 2).
3.3. Ilpd GOPMHPOBaHHM M BELEHWH JIHYHOrO Heia HCIIONIL3YIOTCA KCEPOKONMHU JOKYMEHTOB MpH
HaJIHYHH NPEeaABABICHHOTO NOQJIHHHHUKaA HAOKYMEHTa.

B ciygae orcyrereus nommmannka pabGoOTHHK JOJDKEH MpeICTaBHUTE HOTapHaJIbHO 3aBEPEHHBIE
KOMHH NOKYMEHTOB.
3.4, 3anpemaercs XpaHHTh B THYHOM jefe: KOMHH nacnopra, CHHWJIC, UHH, ceunerenscrna
O POKACHHH, NEpEMEHE (aMHIIMH, HMEHH, 0TUYECTBA, 3aK/IOYCHHH H pacTopkeHHH Opaka U BOCHHBbII
Guner.

4. Tlopsiaok 3an0/1HEHHs AHKETDI, aBTOOHOrpad i, 10N0THEHHsI K AHKeTe, BRIIOMAEMbIX B
JIHYHOE [1eJ10 paboTHHKA.

4.1 IopAmoK 3anmoNHeH s OT/IEIBHBIX rpad aHKeTBI,

4.1.1. Ankera 3anosnHseTcss paGOTHHKOM cobcTBeHHOPYYHO. B ankeTe He JAOMYyCKaTCA COKpaLeH s,
TNPOYEpPKH, HCTIpaBlieHHs. B ankery BkienBaercs dpoTorpadus paboTHuka pasmepom 30x40 mm.

4.1.2. Ilpu 3an0/IHEHHH AHKETHI HCIIOJIB3YIOTCS CIICAYIOLIHE TOKYMEHTHI: IIACIIOPT, TPYAOBAs KHIXKKA,
BOCHHBIH OHNIET, JTOKYMEHTH! 06 06pa3oBaHuy (IumioM, CBHACTEIBCTBO, aTTECTAT, YAOCTOBEPEHHE),
AOKYMCHTBI, MOATBEPKAAIOLLUME YUCHYIO CTENEHD (Y4eHOe 3BaHHe) H ApYrue JOKYMEHTHI,

4.1.3. Ha Bce BONpoCK! aHKeTH! PaGOTHHK JOKEH AABATH OJHBIE OTBETH B CTPOroM COOTBETCTBHH C
TEMH 3alHCAMH, KOTOpBIE COEpXAaTCs B €ro JTHYHRIX JOKYMEHTax, OTpHUATEILHBIE OTBETEI B rpaqoa.x
aHKETBI (€3 MOBTOpeHHUs Bompoca (HanpuMep: Yu&Has CTeneHs — He HUMEID).

4.1.4. B rpade «obpasoBanue» JOIKHBI IPAMEHATHCS crenyromue GopMyTHPOBKH: «BBICLIEEY, «
HETOTHOS EBBICIIEE», «CpeHee NpodecCHOHANLHOEY, «CpeaHee», B 3aBHCHMOCTH OT TOro, Kakoii
TOKYMeHT 06 o6pasoBanin HMeeTcs. Ecin paGoTHHK 3aKOHYHII HECKOIBKO KYPCOB BBICIIETO y4eOHOro
3aBEJICHUA, BBIHYXK/IEH ObUI MpepBath obyueHHe Wiu ofyuaeTcs B JaHHOE BpeMs, TO 3aITHCBIBACTCH,
CKOJIbKO KyPCOB OH 3aKOHYMJI WJIH HAa KAKOM Kypce ofydaeTcs.

Cotpyanuku, o6y4arouuecs wiu o6yuasiumecs B CPeAHHX NPO(ECCHOHATBHBIX yUeGHBIX 3aBeCHUSX
(TEXHHKYMBI, KOJUIEIDKH), HO HE OKOHYMBILIME HX, JOJKHBI GBITH OTHECEHBI K JIMLIAM, HMEIOLIHM
cpennee (MonHOe 061IEE) HITH HENOTHOE CpeHEe (OCHOBHOE obiee) oOpazoBaHue, B 3aBHCHMOCTH OT
TOr0, Kakoe OHH HMeH 06pa3oBaHie B MOMEHT MOCTYM/ICHHA B Cpe/IHEE MpodeccHoHalbHOe yueGHOe
3aBC/ICHHE, K JMLAM, MMEIOIIHM cpenHee (TonHoe obmee) oOpa3oBaume, oTHOCATCH PaGOTHHKH,
3AKOHYHBIIHE CPEAHHE IUKOJIBI, WIKOJBI C y4eOHBIM H3yHYeHHEeM Kakoro — iu6o npeaMera, nuues,
raMHasud.  JIng  paGOTHHKOB, OKOHUYMBINHX MpO(ECCHOHANBHO-TEXHUYECKHE  YUH/IALIA (unu
00pa3oBaTeNbHEIC YYPEKACHHA, K HUM 11 PHUPaBHEHHBIE), YKa3bIBaeTCs NpopeccHs u pa3pan. Jluuam, He
HMEKLIKM npodeccHoransHo

-TEXHHYECKOro (HaYaJbHOTO NpodecCHOHATLHOr0) 06pa3oBanus, npoeccus ykaspiBaeres Mo OmbITY
paboThI.

OKOHYHBILKE TPH Kypca BBICIINX (H/IH TNPUPABHEHHEIX K HUM) Y4eOHBIX 3aBe/IeHU A OTHOCATCS K THLIAM
C HEMONHBIM BBICIIHM o6pajoBanmeM. "CHeHUaTbHOCTD [0 AUIUIOMY" 3aMoONMHSAETCA TOJBKO Ha
CNENHATMCTOR C BHICIIMM M CPEHHM ClENHAJIBHBIM 0Gpa3zoBaHHeM. B 370i CTPOKE YKa3bIBACTCS
CICLHAIBHOCTD, MOJNYYCHHAs IO OKOHYAHHH BBICIIEr0 WM CpelHEero CrelHaibHOro y4ebHoro
3aBesieHnst. CenuanbHOCTh 110 06Pa30BAHHIO 3aMHUCHIBACTCS TOMBKO Ha OCHOBaHHH JUIIIOMA.



NIEPEBOJIE, YBOJILHEHHH.
4.3.2. Bo BTOpOM pasjiesie OTpaxaroTcs NaHHEE 0 MPO(ECCHOHATBHOM JeATEeNbHOCTH paboTHHMKA
(noaroToBKa, MEPENOAroTOBKA H MOBBIIICHHE KBaJM(UKALNH, HArPaXKICHAE OPACHAMH M MEIAMH,
MPHCBOCHHE YYEHOH! CTENMEHH, yYEHOT0 M IIOYETHOr0 3BaHMs, MpeGrIBaHUE 3a rpaHuLel, HAJIOKEHHE U
CHSITHE B3bICKaHHH, H3MEHEHHS JIPYrHX YYETHBIX JaHHBIX paGOTHHKA).
Bce BHOCHMEIE M3MEHEHHSA OJDKHBI ObITh OATBEPIKAEHBI COOTBETCTBYIOLIMMU JOKYMEHTAMH.
OGs3aTe/IbHEIM PEKBH3MTOM [IOTIONHEHHA K aHKETE SBJSIOTCS OTMETKH O MPOBEJCHHH MPOBEPOK
HaIH4UA B COCTOSAHHUS MHYHBIX Ael. OTMeTKa ZoMmKHa GBIT CICAYIOLIErO COICPHKAHMS: THYHOE JIE/I0
[IPOBEPEHO», NaTa, MOAMMCH MPOBEPSEMOro TMOMEINAloTesl Ha 0OpaTHOIl CTOpOHe aMcTa nocie
3aHECCHHBIX CBEACHUH.
4.4. Bce MOKYMEHTHI JIMYHOTO JieJia TIOMEIIAOTCS B MANKy — CKOPOCIIHBATE!Ib. TuTynbHBIA JHCT
JIMYHOTO J1e/1a 0QOPMIISETCA B COOTBETCTBHH (IIPHIIOKEHHE 1).
Ecnn bamunms paboTHHKa nocne o(OpMiICHHS JIMYHOTO  jea M3MEHMIach, TO

crapad (aMuIUs 3aKTI0YaeTCs B CKOOKH, a HOBasI 3aITUCHIBAETCS PSIOM C Heli.

Bce 10KyMeHTEI B manke J0KHEI paclioNiaraThes B IPSAMOM XPOHOIOTHYECKOM MOPSIKE.

Ilocne yBonbHeHHs paGoTHHKA OCBOGOAMBIUMICS HOMEP NPHCBAHBACTCS BHOBb MPUHATOMY
pabOTHHKY.
4.5. JUns XpaneHHs IMYHBIX Jie)1 paGOTHHKOB HCMONb3yeTes Wkad B kaGMHETE 3aBe/IyOLLEro.

5, HOpﬁ,ﬂOK BbLIAYH JIHYHBIX [1€J1 BO BpéMeHH0€ I10JIb30BaHHe,

5.1. JIuyHoe Jes10 pabOTHHKA MOJKET OBITh BBIIAHO BO BPEMEHHOE MOJIb30BAHUE I0MKHOCTHEIM JIALIaM,
KPYT KOTOPBIX ONPEAE/IACTCA 3aBEYIOMEH YCTaHOBICHHEM CPOKa BPEMEHHOIO MOJIb30BAHUS.

l-[pH paﬁo're C JIHYHBIM [J€eJIOM, BEIOAHHBEIM BO BPEMEHHOE TIOJIL30BAHHE, 3anpellaeTcsa
MPOM3BOJUTH KaKHE-THOO HCIIpaB/IEHHs, BHOCHTH HOBBIC 3AIIUCH, H3BJIEKATH JOKYMEHTBI, Pa3riialiaTh
COZIEp)KaIHECH B HEM KOH(UICHIHATIbHBIE CBEIEHHS.

Ilpu u3BIEYEHHH KaKHX-THOO TOKYMEHTOB M3 IMYHOIO J€J1a JIUL0, OTBETCTBEHHOE 34 BeJICHUE
JIMYHEIX €)1, 0053aHO0 cAeaTh BO BHYTPEHHEH ONKUCH COOTBETCTBYIOLIYIO 3allUCh.
5.2. Jlns XOHTPOJIS 33 CBOEBPEMEHHEIM BO3BPATOM BEIAAHHBIX MJIH BLICTAHHBIX JUIS O3HAKOM/ICHHS
JIMYHBIX 1€ WM NPEOTBPAUICHHs HMX YTPAaThl MOMKET HCIOJIb30BATHCA KOHTPOJNBbHAA KapTOYKa,
KOTOpas 3anojIHAETCs Ha KaxJjoe /eno. B Helt ykaspiBaeTcs HOMEp JHYHOrO Jena, haMuius, UMs,
OTYECTBO PabOTHHKA, HA KOTOPOro OHa 3aBE[eHa, JaTa BBLIAYM JIMYHOIO JI€/1a, KOMY OHO BBIIAHO,
pacmucKa B MOJYYCHHH, HOMep ciyxeGHOro tenedoHa jivua, MOJTYYHBIIErO N€I0 W JaTa BO3Bpara
Aena.
5.3. Tlpu BO3BpaTe Jena THIATENBHO MNPOBEPSETCS COXPAHHOCTh JOKYMEHTOB, OTCYTCTBHE
TIOBPEX/ICHHH, BKITIOYEHHS B /IO APYTHX JOKYMEHTOB HJIH IOJMEHb! IOKYMEHTOB. [IpocMoTp nena
TIPOM3BOIMTCA B IPHCYTCTBHH PYKOBOAMTENs yupesxaeHus. [lepenaua nuunbIx nen 3aseayrolneit uepes
CeKpeTaps WIM JAPYIrMX JIML HE JOIyCKaeTcs. JIpyrue pYKOBOJHMTENM [OAPA3NEeNeHHH MOryT
ZHAKOMHTECA C JIHYHBEIMH JO€laMH [MOAYMHEHHBIX HM COTPYAHHKOB. O3nakoMieHHe ¢ AcIaMH
OCYILIECTBIISETCS B IOMELIEHUH, I HAXOAATCS JIMYHEIE Iea.
5.4. Jlnanoe neno paboTHHKA He BELIAeTCS Ha PYKH paGOTHHKY BO BPEMEHHOE MMONb30BAHHUE.
5.5. Bblmaua NHYHBIX A€ (OTHENbHBIX NOKYMEHTOB B COCTaBE JIMYHOTO JeNa) BO BPEMEHHOE
[10/1b30BAHKE JPYTHM OpPraHH3aluiAM (YUpeXXICHHAM) MPOM3BOAUTCS C pa3pelleHHs 3aBeyloleil Ha
OCHOBaHHH HaziexamuM obpasom odopmiaenHoro sanpoca. O Bblgaue Aena coCTaBAACTCA akT, OHH
M3 DJK3EMIUIIPOB KOTOPOrOo ImepenaeTcs BMecTe ¢ faenoM  (JIOKYMEHTOM) TpeAcTaBHTEIO
3anpallHBaloIell CTOPOHBI, a BTOPOH 3K3EMIIAP XPAHHTCS B [€JaX OPraHM3allM¥ JO BO3BPALICHHS
nena (IOKyMEeHTa) B MECTO XPaHEeHHS.

6. HOpHﬂOK OJHAKOMJICHHH € JIHYHBIM J€/IOM paﬁo*rmma.

PaGoTHHK MMeeT NpaBo Ha 03HAKOMJIEHHE CO BCEMH MaTepHallaMH H3 CBOETO JIMYHOTO Jena.
6.1. O3nakomnenue paGoTHHKA C IOKYMEHTaMH CBOETO JIAYHOTO Je/a POBOIHTCS 110 MPOckle caMoro
paboTHHKa.
6.2. PaGoTHHK CaMOCTOATENBHO B IIHCHMCHHOMN (hopMe pelraeT Bonpoc nepenayn KoMy-iu6o cBeACHH
0 ceDe 3a HCKITIOYEHHEM CITyuaeR, pe/lyCMOTPEeHHBIX 3aKoHoaaTenbecTBoM Poceuiickoit denepanm.



4.1.5. B rpade «Boutn nu 3a rpaHHIeH» yKkasbiBaeTcs I0/HOe HAHMEHOBAHME CTPaHBI, Foj U Lelb
npeGuiBanus (Hanpumep: ['epmanus -2005 - Typrnoesnxa).

4.1.6. B rpade «Bamm Gnuskue POACTBEHHHKH» IEPEYMCISIOTCSA BCE WICHBI CEMBH C yKasaHHEM
CTeneHH pocTBa (POOMTENH, CYNPYTH, JETH, a Takxke OpaTbs M CECTPBI) MPH STOM YKa3bBAETCS HX
¢amunus, UM, OTYECTBO, 1aTa POXKIEHHUS, MECTO pabOThI, J1OKHOCT.

4.1.7. B rpade «Bomonusemas pabora ¢ Hayana TPyJAOBOH NEATENLHOCTH» OTPAXKaIOTCs CBEICHHS O
paboTe B COOTBETCTBHM C 3aIMUCSMH B TPYNOBOH KHIKKe. Eciu TpynoBas /eATeNBHOCTE Ha4ajlach C
o6yueHHs B TOM HJIH HHOM y4eOHOM 3aBeIeHHH, TO 3TOT NIEPHOJI TAKKE OTMEYAETCs B JaHHOM! rpagde.
Crozia BHOCATCS M CBEIEHUs O repephiBax B paboTe B CBA3H ¢ yu€OoH, 001e3HbI0, HAXOKICHUAM Ha
WXKIUBEHHH H TOMY I0J00HOe (Hampumep: «He paboTajly, «HaXOMMJICS Ha NMeHCHH», «HAXOAMJICH Ha
wxauBeHun», «6onen»). Kpome Toro, ecinu ciyxamni 3aHHMal pasjH4YHbIE JOKHOCTH, TO CIEAYeT
yKa3sIBATh BpeMsi MpeGbIBAHNS Ha KaXIOH JOKHOCTH. B TpynOByIO A€ATENLHOCTD HE 3alTHChIBACTCA
BpeMs yu&6bl B 0611e06pasoBaTeIbHBIX MIKOJIAX, MPOPECCHOHATBHO-TEXHUYECKHX YUHIIUIIAX H K HUM
IPHpPABHEHHBIX (CYBOPOBCKHE, HAXUMOBCKHE, BOGHHbIE yUHIHIIA U T.1.). [Ipn npoxoxaeHuu ciyxOsl
B BOOpYXEHHBIX CHJIaX yKa3blBaeTCd JOJKHOCTh, HOMEP BOMHCKOW YacTH (YUPEKACHHS) U B KaKoM
OKpyre OHa HaXOJHWJIaCh, B CIy4ac MEpexoja H3 OAHOH BOHHCKOH 4acTH B JPYrylo - HOMEpa S5THX
yacTeli ¥ JaTHI EPEXOA C YKa3aHUeM aJPecoB MECT ciyXkObI 3a Moc/eIHue |3 JeT.

TpynoBast AeSTENBHOCTD 3alIHCHIBAETCS CTPOTO B XPOHOJIOTHYECKOM MOPSIKE.

4.1.8. B rpade «JlomonHHUTENBHEIE CBEIEHHA» MOTYT YKa3bIBaTbCSA CBEACHHS O HArpaxiaeHHu
opaeHamu, Mmemansmu CCCP, Poccmiickodt @enepanud, HHOCTPAHHBIX TOCYIapCTB, a TaKke
npucsoernn no4€THBIX 3BaHHH CCCP, PCOCP, uHBIX COIO3HBIX TOCYJapeTB, a TAKKe NMPUCBOSHHH
noudtueix 3sanuii CCCP, PCOCP, unex cowosusix rocynapcts Poccuiickoit ®enepauuu. 3anucu
NPOH3BOJATCA HA OCHOBAHMH OPJEHCKHX KHH)KEK, YIOCTOBEPEHHUH K MeJalliM, yKa30B H NMPHKA30B O
Harpa)KJeHHH, MOOLIPEHUH.

4.1.9. B rpade «OTHOIWEHHE K BOMHCKOI 00S3aHHOCTH H BOMHCKOE 3BAHHE) YKa3bIBAETCs OTHOLICHHE
paGoTHHKAa K BOHHCKOHM 00A3aHHOCTH (HampuMep: BOEHHOOOA3aHHEIH(as), Mallop 3anaca, cepKaHT
3arnaca).

JIMLo, OTBETCTBEHHOE 3a KafPOBOE JEIONPOU3BOICTBO 00S3aHO NPOBEPATH NMpH Npuéme Ha paboty y
rpax/aH, NpeCbIBAIOMWKX B 3ariace, BOCHHBIE OUIIETh! (BPEMEHHBIC YIOCTOBEPEHHUS B3aMEH BOCHHBIX
OueTOB), a y IpaxiaH ,MOUIeKALIMX MPU3BIBY HA BOCHHYIO CHIY)KOY, YIOCTOBEPEHHS IpaXKaaH,
O/UIeKALMNX [PU3BIBY, YCTAHOBHTb, CTOMT JIM IpakAaHHH(Ka), MpHHHUMacMbli(as) Ha pabory Ha
BOMHCKOM yuéTe. B cliyuae OTCyTCTBHS B BOEHHOM GHneTe OTMETKH 0 MOCTAHOBKE HA BOUHCKHH yUET
(ecnm oH(0OHA) SABIAETCS BOEHHOOOA3aHHBIM (0if) HeoOXOAMMO HANpPaBUTh IpPaXAaHHHA(KY) B
paiOHHbIM BOEHHBIA KOMHCCapHar.

4.1.10. B rpade «Jlomamruii aapec i Homep TenedoHay HeoOX0AKMO yKa3aTh [104TOBbIH HEAEKC. Ecu
aZipec MPOTUCKH M IPOKMBAHHS HE COBNAAIOT, TO yKasbiBatoTcs 06a aapeca.

4.1.11. B rpade «ITacmopt HiIu JOKYMEHT, €T0 3aMEHSIOLIMIY ClelyeT yKa3blBaTh ero HOMEp, CEPUIO,
KOT/Ja ¥ KEM BBLIaH.

4.1.12. AHKera MOJIHCHIBAETCSA H 3aBEPACTCS:

- JIMIIOM, IIOCTYNAIOIIHM Ha paboTy;

- OTBETCTBEHHBIM 3a KaJipoBoe Aenonponssoactso MAJIOY «Jletckuit can Ne 145» neuatsio H 1aTOH,
moce Toro Kak Gyer mpoBepeHa MOJTHOTA H MPABUIBHOCTE 3alOJHEHHS AHKEeTBl B COOTBETCTBHH C
MpeNbABIEHHBIMU J0KYMEHTAMH.

4.2. TopsnoK 3amoHeHus aBToOHOrpaduu.

4. 2.1. ABroGHorpadHus cocTaBIAeTCA B MPOM3BOIBHON (opMe COOCTBEHHOPYYHO IpaxKIaHHHOM. B
coziepyKaHHH aBTOGHOrpadMK OTpaKaroTCs: pamuiimus, M, OTUYECTBO FPakAaHHHA, YHCII0, MECLL, FOL
M MECTO POKACHHS, MoydeHHoe oOpasosanne (rae, KOria, Kakas CrelHanbHoCTh U B KaKuX yueOHBIX
3aBe/IeHASAX), TPYIOBas NEATEIbHOCTH, TOJYYEHHE IOMOIHHTENLHOTO 00pa3oBaHusl, OKOHYaHUE
KypCOB MOBBIIIEHHs KBATM(UKALMH, [IEPENOATOTOBKA, H3MEHEHHs B OHOrpauy 1 Apyrue CBelCeHHUS,
KOTOpBIE JeJIaeT OCBETHTH B CBOGH aBTOGHOrpahun nocTynawouuii Ha padory.

4.3. JlononHeHHe K aHKeTe 3aMoIHseTCs OTBETCTBEHHBIM 3@ KaJpOBOE AE/I0NPOH3BOACTBO B [1POLECCE
paSOTbI IIpH HCOGKOHHMOCTH BHECEHHs B JIHYHOE [eJI0 CBEICHHH 00 H3MeHEeHUsX B
npodecCHOHANBEHOM NesTeNRHOCTH paboTHHKA.

4.3.1. B nepBoM pazznene GUKCHPYIOTCS CBEASHHS O TIepeBoax Ha APYrue J0/KHOCTH (nepemelesus ¢
yKa3aHueM JaT BCTYIUICHHS B JOJDKHOCTH H yXOJa C Hee) CO CCEUIKOH Ha IOKYMEHTBI O Ha3HAYCHHH,



6.3. DakT O3HAKOMJIEHHS C JIMYHBIM JedoM pabOTHHKA YHOCTOBEPAETCS JIHYHOH IOMIMCHIO
COTPYJHHKA B JIHCTE O3HAKOMJICHHS C JINYHBIM ACTIOM, MPHUKPCIUICHHBIM K neBoi BepxHeli BHyTpeHHEH
CTOPOHEC 0ONIOIKKH JIHIHOTO Jiena, ¢ YKa3zaHHueM JaTel O3HAKOMIIEHHA.

6.4. PaGoTHHK 00S3aH COOOIIATH OTBETCTBEHHOMY 32 KaIPOBOE JI€/I0NPOH3BOACTBO 00 HIMEHEHHH TEX
WM HHBIX TIEPCOHANBHBIX JaHHBIX.

6.5. PaGOTHHK HMEET NpaBo Ha MOTyUYeHHe KOMMH JI000ro JOKyMEHTa, COACPKALLErocs B €ro JM4HOM
J1eJie, Ha OCHOBAHMH MTMCBMEHHOT0 3asBJICHNs Ha MMi 3aBetytolledt. Konuu 10KyMEHTOB A0JDKHED OLITE
3aBEpCHBI HAJUICKAMHM 00pasoM H MPeoCTaBAATECS paboTHUKy Ge3B03Me3THO B TeYeHHE TPEeX AHEH
CO JHsI T10/1au¥ 3asiBIIEHUS.

7. TlopsiA0K MOATOTOBKH M CAAYH JHYHBIX /1€]1 B APXHB.

7.1. JIu4HbIe me1a OTHOCSTCS K JOKYMeHTaMm BpeMeHHoro (ceermie 10 eT) cpoka XpaHeHHs U ojniexkar
XpaHeHuio B Teuenne 50-75 €T co IHS yBOJIbHEHHUS palOTHHKA.

7.2. JluuHble fena YBOJEHHBIX paG0THHKOB OQOPMIIAIOTCS B COOTBETCTBHH C HACTOSLIEH HHCTPYKIIMEH
¥l XpaHATCA B apXUBE B MOPS/IKE YBOJILHEHHS.

7.3. Tlocne yBOJbHEHHs, MEpel Chayedl B apxuB, JHMYHOC [CNO COTPYyAHHKA [pOLIHBACTCA,
MPHKIAIbIBACTCA KOMHs NMPHKa3a 00 yBOJIBHEHHH, MOCNe Yero CKiaiblBacTcs B obiyio namnky, B
KOTOpOIi BeIeTCsl perucTpaliug yBOJEHHBIX COTPYAHHKOB.

8. OGA3aHHOCTH OTBETCTBEHHOI0 32 KaJAPOBOoe JeJ0NPOH3BOACTBO N0 BEAEHHIO JIHYHBIX e
paGoraukos MAJIOY-

8.1. B o6s3aHHOCTH OTBETCTBEHHOI0 3a KaapoBOE IEIONPOHU3BOACTBO, OCYLICCTBISIOMIEr0 BEACHHEC
JIHYHBIX JIEN, BXO/IHT:

- IpHOOGIIEHHE K THYHBIM /Ie1aM JOKYMEHTOB, IEPEYHCIEHHBIX B MyHKTAX 3.2 yacTH 3

- IPOBEPKA TOJIHOTHI 3aMOTHEHUs] aHKETBI H COOTBETCTBHA yKa3aHHBIX CBEICHUH, IPCABABIACMBIM NPH
NOCTYIUICHHH JOKYMEHTaM (IacropT, TPYAOBAask KHHKKA, BOEHHBIH 6ueT, 1oKyMeHThl 00 06pa3oBaHuN
(munoMm, yIOCTOBEPEHME, CBHIETENIBbCTBO, arTecTar), JOKYMEHTH BriCInel aTTecTalHOHHOH
komuccnu (BAK) o mpiCy)XIeHUH y9EHOH CTENEH) U MPUCBOCHUH YUECHOTO 3BAHHA (mvmnom, aTrecrar,
H JIpYTHE);

- 3aBepeHHE aHKETHI,

- pbecnedyeHHe COXpPaHHOCTH H YHCT4a JTHYHBIX OgJ1,

- obecrieuene KOHPUASHIIHATEHOCTH CBEJIEHHH, CONEPIKALLUXCS B JIHYHBIX JITaX;

- O3HAKOMJIEHHE pa0OTHUKOB C JOKYMEHTAMH HX JIHYHBIX I,

- U3BATHE JOKYMEHTOB, HaIOOHOCTH B KOTOPBIX MHHOBAIIA.

- pelapXuBHaA MOAr0TOBKA THYHBIX €T,

- [1epejla4ya B apXus.

8.2. JIuunsle mena paGOTHUKOB XPAHATCA Y PYKOBOAUTEIS HiIK OTBETCTBEHHOIO 38 KaZpoBoe
JeNOTIPOU3BOICTBO KAK JOKYMEHTBI CTPOrOfl OTYETHOCTH.

8.3. B nensx obecnedeHna KOHTPOJISA 32 COXPAHHOCTBIO JIHYHBIX JIeJT €XKEr0OIHO TPOBOJUTCA IPOBEPKa
HAJIHYAA W COCTOSHHE JIMYHBIX JeI.

8.4. OTBETCTBEHHbIE 3@ KaJpOBOE ACMOTIPOU3BOACTBO, YNOIHOMOUEHHBIE HA BEACHHE M XpaHCHHE
THYHBIX e/, HeCYT QUCLMIUINHAPHYIO U UHYIO OTBETCTBEHHOCTD 33 Pa3rjiallicHUE KOH(HIEHUHATbHBIX
CcBeEHHI, COIepKAIMMXCA B JHYHBIX JIeNaX, H 3a HHbIE HApYLICHUS NOpsaKa BeACHHA JTHAHBIX AL,
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